i3
pX 3

lie

JA-RDP60-00538A000100120008-4

ERL

Approved For Release

Functions of Fudest sod iseal Uectien

‘repars aii ¢dvislen buGget estiaxies snd Teguests for Bugget
slloteents, Frepars allscatiens for all projects and gsube
alintrents $o field statlons.

verfors & contisucus yeview wf Fudpet sstineser and expeiwitur«s
to enwure gomplimnce with Agenay ntapcdepds snd regulstions, son~
ferving with the operating Pranches and Field ftstions as meow
EEBRIY o

ivepate #ll vouehels, Bavanoes Wi accounlisps for irewel and
ver dlen of all Livision personnul. The aguourtinge sometines
invelve lesgtiy IX wips le the VYiald invelving changes in
rep biem ong foreipgn urrency sypileabls to the varicus coun-
trivg vipited,

frepere all ivisics travel oreers Lor trevel by slaly suployess
and sbalf sgonte in d. . 6 o amd from field stetioms., loor-
dinate ail forelge travel with forelgn ereas 1o e vimited.

Prapere and swbeit ail sivigion reisbarsesest veeshers for il
6f the vardeus bypes of expenditures mads by stalfl employees

a0 spanth. Prepsre snd subedt requests for edvancss of funds.
repfore acministrative rovier of all fisld stebion scoouvniingd.

Frepare copmunicstions s peusssery o fisld steatians regsrding
tudeatary and Fisgel matlers.

Prepare duly status reports {or seadguerters contrelied agsnt
personnel both dis o 5. and fleld,

shteln frem Pinance iivislen fer dalivery %o spente iR U, s,
waneys reprosentisg salsrien, paynents and sperational sdvancen.

“sintain all itvision files and resores on bdget anc {iseal
2% UBTE .

waintaln alletuent 2ot expensiture conteol ledguers snd records.
Prepare all tine and sttendance reporte for besosquerters yer-

sonpel. Piok up aud delivery of all pagrell checks, vouchered
wog urwvonghered, to headguariers personnel.
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Lnourity Wetormation

daintain recepd of sil leave anc overtise purformec by Semi-
quarturs persontel ssd prepsrs bl-veekly Divisien report.

seview Linsncial dete on ail projects submitbed for approval
oF renowsl snt paks DECeRTEry reedcssnceiions in conpection keres
“ecorv finsmuial cets ap spyroved ca all projects.

peview all proposst sevw repuistions covering linencisl wud bude
petary metiera submitied to [dvielen for epproval and/ar comsent.

~ainteiy Sivisfon taxl func erd accountimpe in connection there-
withe

Heviswing sccourting posiinge snc teking setion when asvesiely
Lo gorrest erronesss sherpes snc poatings.

Soprdisste ail vispstehue snw cablas te oo fisld stavione per-

taininy %o fistel sne hutgetery which ave prepared by Vinence
Civislon or other ofiicen.

spintein suspenss filv severing cispstches and satles oo [lnat~
oinl buupetary, insurence snd eredil wrion metlers forwerding
e Vinance ey othze offises for asdion,

snslyse statements of advancis Yo & perssnnel enc taky acties
e CArrett LrrOrs.

“repare regueste for spproval of geerdime for Livisisn.

Tropare recuests Sor apecliel; Hspresentetion, squelivation, exe
tendes Ter Liem, and ohker hardshlp allowanges.

Frepires actions o write off uniiguiustes sen unceilsctable
SUVRHEOS

~einbaln pesude and truw nene yesorss of all 5. goersocunsl, both
&% hesdguarterd and in field,

Frepape sontily ebdigetten yeporte for il dlvislon sllsimente.
seview of prejeets for ceterpination whebber ideinisirstive plan
in regeired sod sseivting esse offieer in the grevarstion of
wigh plani.

seenrionsl brlps eutside of  ashingbon in donnenlion with ongrae
tionel asscunbings snd flinsociel matiers,
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Frintaln travel order lep of trevel sypdors iseued for @ pere
gopvwl,

Falntain cerd file revords of sdvsnony issued and scoountioygs
received o»f a1l Vivisien parsonnel in ¥, 7,

Lompute, eonplete snd approve Grevol vouchere ITorwardsa £rom
fiale stations.

kpprove travel savanees, rsguests for peyment, sccountiogs, snd
reisbursoment vouchere ian sheencs of Chief of sdminigtration.

neselve il vivieion Aweoming dlapatohes and cables voverisyg
Tinancial snd budgutary mettirs, and either tsiing the agbion
reqaired therevite o forvarding 1o sppropriate offics for setion.

Yurnisblog %o Vinenee Clvislon enc spproving of chesrges w Lo
siletaevste privcipally with respect to expentes insurred for
26 opergtione Aip other sress.

Yerfors suoh other dueties sn elrected by the Chief eof tdeiuie-
tretion end wopistice or Tivision Chief.
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